
DEPARTMENT OF GENERAL SERVICES 
RECORDSJ^ANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

iScheduIe No. 

Page of 

Agency 
Department of Agri c u l t u r e 

Division/Unit 
Administrative Services - Personnel, EEO 

& Training 

llein 
No. 

Description 
Supersedes Schedule 2094 

Retenlion 

01 

02 

03 

310 Form F i l e s - contain on each Personnel 
anagement Service p o s i t i o n within the Department, 
nformation on form includes name of incumbent, 

p o s i t i o n number, i t s l o c a t i o n , s t a t i s t i c a l and 
i s c a l data on p o s i t i o n including employee group 

and c o l l e c t i v e bargaining designation, as well, as 
personal information on the employee. 

Active Personnel F i l e s - contain a p p l i c a t i o n s 
appointment letters,correspondence r e l a t i n g to new 
ppointment, personnel p a y r o l l forms and information, 

[personnel p o s i t i o n action requests, retirement forms, 
harges for removal, commendations, counseling 
essions, d i s c i p l i n a r y actions, e f f i c i e n c y ratings, 
grievance actions, health insurance benefit forms, 
probation information, promotion information, resumes, 
uspension actions, t r a i n i n g information, l e t t e r of 
ecommendations, retirement information, transfer and 
ism i s s a l information. 

Retain i n O f f i c e u n t i l 
current a d m i n i s t r a t i W i 
value ceases and then 
transfer to State 
Records Center f o r 
three (3) years, then 
destroy. 

Retain i n O f f i c e u n t i l 
current value ceases, 
status changes to In-
Active Record, 

(see item 3) 

In-Active Personnel F i l e s - contain a p p l i c a t i o n s , 
appointment l e t t e r s , correspondence r e l a t i n g to new 
appointment, personnel p a y r o l l forms and information, 
personnel p o s i t i o n action requests, retirement forms, 
charges for removal, commendations, counseling 
sessions, d i s c i p l i n a r y actions, e f f i c i c e n c y ratings, 
grievance actions, health insurance benefit forms, 
probation information, promotion information, resumes, 
jsuspension actions, t r a i n i n g information, l e t t e r of 
recommendations^ retirement information, transfer and 
di s m i s s a l information. 

I 

For f i r s t year after, 
separation r e t a i n i n the 
Dffice, then transfer to 
state Retention Center fo 
hree (3) years, then 
estroy. 

Schedule Approved by Deparlmenl, 
Agency, 
or Division Representative. 
Dale ///^ 
Signatutfi_\AjAyV^ 
Typed NanoE Momoh A. Conteh 
Tjlip D irector, Human Resource O f f i c e 

jSchedule Authorized by State Archivist 

Date ^ - J V m 0^ 

Signatuca. 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENflON AND DISPOSAL SCHEDULE 
(Conlinualion Sheet) 

iScheduie No. 2491 

Page of 

Ayciicy 
Department of Agriculture 

Hem 
No. 

Division/Unil 
Administrative Services - Personnel, 

EEO & Training 

Descriplion 
Supersedes Schedule 2094 

Relenlion 

OA 

05 

Employee Medical and Substance Abuse, FMLA, Leave 
Bank and Donated Leave F i l e 

Testing Information and F i l e s 

06 Recruitment and Selection F i l e s 

07 

08 

Worker's Compensation and F i r s t Report of Injury 

EEO F i l e s and Investigative Reports 

Retain i n O f f i c e u n t i l 
administrative value 
ceases and then transfer 
to State Records Center 
for three (3) years, 
then destroy. 

Retain i n O f f i c e u n t i l 
current administrative 
value ceases and then 
transfer to State Recordsl 
Center for three (3) 
years, then destroy. 

Retain i n O f f i c e u n t i l 
current administrative 
value ceases and then 
transfer to State Records 
Center f o r three (3) 
years, then destroy. 

Retain i n O f f i c e f o r 
three (3) years, transfeiH 
to State Records Center 
for three (3) years, 
then destroy. 

Retain i n O f f i c e for 
three (3) years a f t e r 
f i n a l determination, 
transfer to State 
Records Center f o r three 
(3) years, then destroy. 

- 28 -



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENflON AND DISPOSAL SCHEDULE 
(Conlinualion Sheet) 

Schedule No. 2491 

Aycncy 

Page of 

Department of Agr i c u l t u r e 

Division/Unit 
Administrative Services - Personnel, 

EEO & Training 
Hem 
No. 

Descriplion 
Supersedes Schedule 2094 

Retention 

09 Grievance, Settlement Conference and Court F i l e s 

10 

11 

12 

Agency Adverse Action Reports 

EEO Annual Reports 

Agency Training Reports 

Retain i n O f f i c e 
for three (3) 
years a f t e r 
f i n a l determina
t i o n , then destroy, 

Retain i n O f f i c e for 
three (3) years, transfer 
to State Record Center 
or three (3) years, then 

Idestroy. 

Retain i n O f f i c e f o r 
three (3) years, transfeiH 
to State Record Center 
for three (3) years, theifl 
destroy. 

IRetain i n O f f i c e f o r thre 
3) years, transfer; to 

fetate Record Center for 
three (3) years, then 
estroy. 

1i 

DG5-55on7qnevn7g3[ 

- 28 -



?!".'c!)?j!s • 1 y|)9 or Print a sejjarale (ortn for each 
>w or (BvisBd recoitl series, (orward with Record 
Bloiiiioii Scliodule (DGS 550-1) 

t. 

DEPARTMENT QF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY ?!".'c!)?j!s • 1 y|)9 or Print a sejjarale (ortn for each 
>w or (BvisBd recoitl series, (orward with Record 
Bloiiiioii Scliodule (DGS 550-1) 

t. 

DEPARTMENT QF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 PAGE _ L OF _i2. 
jopatlinenl/Agency 

A g r i c u l t u r e 
2. Division 

Administrative Services 
3. Unit 

Personnel 

EFINITION • RECOnP SERIES • A group ot relalad record, normally flied and uwd bb * unit tor rof^ronc a . w l l as ratontlon and dl.poclli^ 

Record Setios Title 

State Department of Personnel MS 310 Forms 

5. Earliesl Year/Lalesl Year 
lo 

Record Satios Description (Briefly desaibe the types orWormaUonr\/docurnente/iorms found In the soriss. Include the purpose or (unction ol the 

Form MS 310 i s kept on each c l a s s i f i e d and u n c l a s s i f i e d p o s i t i o n within the 
department. Information included i n the form consists of the name of the 
person occupying the p o s i t i o n , i t s l o c a t i o n , s t a t i s t i c a l data on the employee 
and the l a s t personnel a c t i o n .taken. These forms are used to process most 
personnel transactions regarding the p o s i t i o n and employee. 

I series. 

Record Series Formal(s) 

a'Leller Size O Microfilm 

Q Legal Size 

D Bound Book. 

J Audio Tape 

• Oilier (specily) 

• Computer Tape 

• Floppy Disk 

O Video Tape 

B. Record Series Sequence 

Alphabetical 

• Numerical 

D Chronological 

• Geographical 

• Other (specily) 

9. Volume 

Number 

B File Drawer(s) 
• Microfilm Reel(s) 

D Computer Tape{s) 
• Other (specily) 

10. Annual Accumulation -
D File Drawer(s) 

V D Microfilm Reol(s) 
6£Uj'°J a Computer Tape(s) 

Number 

II. File is Used 
13^ D.iily D Weekly 1 12. File Becomes Inacllva After 

• Monlh(s) 
Number 

• OUier (specily) 

• Year(s) 

13. Current Locallon(s) (BIdg.. Floor. R_pom) II 14. Is Record Series Duplicated Elsewhere? 
" (II ^ s , specify agency or office) 

Yes • No 
X>6M 

15. Access Reslilclions • Yes 
(II Yes, cite Law(s) & Regulalionfs) 

• No 16. Audit Roqulremenls 

GK^None • State • Federal Q Independent 

17. Is an Index System Used? (II yes, explain briefly and describe 
any liadware/soflware 

• Yes No 

18. Recommended Retenlion 

Three (3) years 

Nairie and Title of Preparer 

Francisca M. de Castro 

Sy bbO-4 (Hev. I/&3) 

gure 1 

20. Teleplione Number 

410-841-5840 

2T Date 



isUuclioiis • lyije or Priiil a separate lortn lor gach 
3W or levisod rgcord series, lorward with Record 
«loi\lioii ScUodule (OGS 550-1) 

t. 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY 
isUuclioiis • lyije or Priiil a separate lortn lor gach 
3W or levisod rgcord series, lorward with Record 
«loi\lioii ScUodule (OGS 550-1) 

t. 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 PAGE 2 OF 12 

-loparlinent/Agency 

Agriculture 

2. Division 

Administrative Services 

3. Unil 

Personnel 

lEFINITION - FIECOno SERIES - A gioup ol rolalBd rocord» normolly filed and uced M • unll for roferancB at wall as rotonllon at>d diapoeltlon purpoeas. 

. Record Series lllle 

Active Personnel F i l e s 
5. Earliest Year/Lalesl Year 

to 

Rocoid Soiles Dascriplion (BHelly describe the types oj Info found In Ihe series. Include Iho purpose or function of the series. 

Individual f i l e f o l f l e r f o r each current c l a s s i f i e d and u n c l a s s i f i e d employee. 
Folder contains correspondence r e l a t i v e to employees employment, employees' 
ap p l i c a t i o n s , MD State Retirement forms. Department of Personnel forms, 
Central P a y r o l l forms. Health Insurance forms. 

Record Ssilas Fonnal(s) 

O^ellei Sire D Microlilm 

D Legal Size • Computer Tape 

D Bound Book. O Floppy Disk 

J Audio Tape D Video Tape 

a Oilier (specily) 

8. Record Series Sequence 

Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

Number 

or File Drawer(s) 
O Microlilm Reel(s) 

• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation -
B - ^ i l e Drawer(s) 

/ D Microfilm Reel(s) 
• Computer Tape(s) 

Number O OUier (specify) 

II. File is Used 
la^D.iily D Weekly • Monthly 

12. File Becomes Inactive Alter 
O Monlh(s) 

Number 
O Year(s) 

13. Curiejit Locatloii(s) (BIdg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? 
(If yes, specify agency or office) 
O Yes No 

IS. Access Restrictions • Yes • No 
(If Yes. cite Law(s) & Regulatton(s) 

16. Audit Requirements 

CB^None • Slate • Federal • Independent 

17. Is an Index System Used? (II yes, explain briefly and describe 
arty hadware/soflware 

• Yes O^No 

18. Recommended Retention 

Three (3) years 

Name and Title ol Preparer 20. Telephone Number 21. Date | 

Francisca M. de Castro 
O f f i c e Secretary 

410-841-5840 

ly (Hev. \m) 
gure 1 

- ?|^^ -



s.'.M.'c.lipMs - I ype or I'tinI a separale form (or each 
>w or revised recoid series, lorward with Record 
Blonlion Schodiile (DGS 550-1) 

Joparlrnenl/Agency 

A g r i c u l t u r e 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, M A R V U N D 20794 

2. Division 

Administrative Services 

AGENCY RECORDS INVENTORY 

PAGE _3_ OF 1 2 -

3. Unil 

Personnel 

EFINITION • RECORD SERIES • A proup ol related record, normally flied and used an • unll for raler.nce a . well 

Record Series lllle 

In-Active Personnel F i l e s 

as ralonllon and diBpotlllon purposes. 

5. Earliest Year/Lalesl Year 
to 

Record Series Descriplion (Briefly describe the types of InforSaUonn/documenls/forms found In the seriesT Include iho purpe purpose or function of Ihe series. 

Individual f i l e f o l d e r for each former c l a s s i f i e d and u n c l a s s i f i e d employee. 
Folder contains correspondence r e l a t i v e to employee's p r i o r employment with 
t h i s department plus the employee's a p p l i c a t i o n , MD State Retirement forms. 
Department of Personnel Forms,'Central P a y r p l l forms and Health Insurance forms. 

Record Series Foiinal(s) 

tBlTellei Size 

O Legal Size 

O Bound Book 

J Audio Tape 

• Olliei (specily) 

II. File.isUsed 
S-^.ii ly 

D Microlilm 

• Computer Tape 

• Floppy Disk 

D Video Tape 

D Weekly 

8. Record Series Sequence 

Alphabetical 

• Numerical 

• Chronological 

• Geographical 

D Olher (specify) 

O Monthly 

9. Volutrie 

e 
Number 

Q File Drawer(s) 
• Microlilm Reet(s) 

D Computer Tape(s) 
• Other (specily) 

10. Annual Accumulation -
• File Drawer(s) 

' • Microfilm Reel(s) 

Number 
D Computer Tape(5) 

O OUier (specify) 

12. File Becomes Inactive Alter 
^ • Monlh(s) 

Number 
Year(s) 

13. Cutianl Locatlon{s) (BIdg., Floor, Room) 

IS. Access Restrictions • Yes gJ-No 
(II Yes. cite Law(s) & Regulalion(s) 

17. Is an Index System Used? (II yes, explain briefly and 
any hadware/soltware 

• Yes KKNo 

14. Is Record Series Duplicated Elsewhere? 
(11 yes, specify agencvpr office) 
D Yes GK No 

16. Audit Requirements 

O ^ o n e • State O Federal D Independent 

18. Recommended Relenlion 

Three (3) years 

Name and Title ol Preparer 

Francisca M. de Cast 

O f f i c e Secretary 
iy bbO-"! (Mev. m) 

20. Telephone Number 

° 410-841-5840 

gure 1 



?.!M.'.c!!P.'.'S • 1 ype or Piinl a separate lortn lor each 
>w or levisBd record series, loiv/ard with Record 
Btor\liori Schodirle (DGS 550-1) 

1. 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY ?.!M.'.c!!P.'.'S • 1 ype or Piinl a separate lortn lor each 
>w or levisBd record series, loiv/ard with Record 
Btor\liori Schodirle (DGS 550-1) 

1. 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 PAGE 4 OF 12 
-lopartinent/Agency 

A g r i c u l t u r e 

2. Division 

Administrative Services 

3. Unit 

Personnel 

Record Serins lille 
Employee Medical and Substance Abuse, FMLA 

Leave Bank, and Donated Leave F i l e 

5. Earliest Year/Latest Year 
lo 

Record Series Description (Briefly describe the types of rnlormatlonn/documents/forms found In the series. Include ifie purpose or function of the series. 

Individual employee f o l d e r s that contain medical documentation such as 
physicians' d i s a b i l i t y c e r t i f i c a t e s , benefit enrollment, leave bank and 
donated leave and documentations r e l a t i v e to Family and Medical Leave Act. 

Record Seilas Foirnal(s) 

S e l l e r Size • Microfilm 

• Legal Size 

D Bound Book. 

J Audio Tape 

• Olliei (specily) 

• Computer Tape 

• Floppy Disk 

• Video Tape 

a. Record Series Sequence 

GK^Mphabelical 

• Numerical 

• Chronological 

• Geographical 

D Other (specily) 

i 1. File is Used 
ta^.nily • Weekly • Monthly 

9. Volume 

Number 

0 ^ File Drawer(s) 
• Microfilm Reel(s) 

• Computer Tape(s) 
• Other (specily) 

10. Annual Accumulation -
File Drawer(s) 

/ D Microfilm Reel(s) 
• Compuler Tape(s) 

Number D OUier (specily) 

12. File Becomes Inactive Alter 
• Monlh(s) 

Number 
D Year(s) 

13. Cwient Locallon(s) (BIdg.. Floor. Room) 

15. Access Restrictions O Yes B ^ o 
(II Yes, cite Law(s) & Regulation(s) 

14. Is Record Series Duplicated Elsewhere? 
(II yes. specify agency or office) 
O Yes No 

17. Is an Index System Used? (II yes. explain briefly and desaibe 
any fiadwaro/soflware 

16. Audit Requtrements 

E3^None D State • Federal D Independent 

O Yes No 

18. Recommended Retention 

II Three (3) years 

Name and Tille of Preparer 20. Telephone Number 21. Dale 

Francisca M, de Castro 410-841-5840 

lb b'jO-4 (Hev^trsj) 

gure 1 
= = 

- Pf-i -



BW 01 (BvisBd recoid seiias. lorward with Record 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, M A R Y U N D 20794 

AGENCY RECORDS INVENTORY 

oloi\lioti Schodiile (DGS 550-1) 

». 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, M A R Y U N D 20794 PAGE 5 OF 12 
joparlinenl/Agency 2. Division 3. Unll 

Agriculture . Administrative Services Personnel 

•EFINITION • BECORD SERIES • A proup ol relaled record, normally filed and used a . • unll for reference 

Record Series lllle 
a« well aa relonllon and dJBpotllion purposea. 

Testing Information & F i l e s 
5. Earliesl Year/Lalesl Year 

_ l 0 

. Record Series Descriplion (BriSfly describe Ihe tyijes of Irilorrriallinn/docunienls^^ found in Ihe series: Include Ihe purpose or funclion of the series. 

These are fo l d e r s that contain applications that were reviewed and 
passed the te s t i n g process i n accordancewith the job s p e c i f i c a t i o n s and 
that they are now ready to be placed i n the e l i g i b l e l i s t . 

. Record Seilas Forma((s) 

D^^ller Size D Microlilm 

• Legal Size 

• Bound Book. 

J Audio Tape 

• Olliei (specily) 

O Computer Tape 

a Floppy Disk 

D Video Tape 

8. Record Series Sequence 

EJ^AIphabetical 

D Numerical 

• Chronological 

a Geographical 

a Olher (specify) 

n. File is Used 
D Dnily O Weekly ID-^onlhly 

9. Volume 

Number 

0 ^ F i l e Drawer(s) 
• Microfilm Reel(s) 

• Computer Tape(s) 
• Other (specily) 

10. Annual Accumulation -
• File Drawer(s) 
D Microfilm Reel(s) 

O Computer Tape(s) 
Number D OUier (specify) 

13. Curieiil Locatlon(s) (BIdg., Floor, Room) 

12. File Becomes InacUve After 
• Monlh(s) 

Number 
BT Year(s) 

15. Access Restrictions • Yes 
(II Yes. cile Law(s) a Regulation(s) 

CH<Io 

17. Is an Index System Used? (If yes, explain briefly and describe 
any hadware/soltware 

• Yes 0 ^ 

Name and TiUe ol Preparer 

Francisca M. de Castro 
O f f i c e Secretary 

iy bi,0-4 (Hev. \m) 

gure 1 

14. Is Record Series Duplicated Elsewhere? 
(If yes, specify agency or office) 
O Yes B - ^ N o 

16. Audit Requirements 

Q-'^na D Slate • Federal • Independent 

18. Recommended Retention 

three (3) years 

20. Telephone Number 

410-841-5840 
21. Dale 



'?.!!».'c!)ons • ly|)9 or l>iinl a separale lorm lor each 
3w or (Bvised record series, forward with Record 
etoritiori Schodulo (DGS 550-1) 

joparlinenl/Agency 

Agriculture 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. M A R V U N D 20794 

2. Division 

.. Administrative Services 

AGENCY RECORDS INVENTORY 

PAGE 6 OF 12 

3. Unit 
• Personnel 

'EFINITIQN • RECORD SERIES • A group ol related rocordg normally tiled and used es • unit tor reference a . well aa retention and dlapotllion purposes 
Record Seiios lille 

Recruitment F i l e s 
5. Earliest Year/Lalesl Year 

lo 

Record Series Descriplion (BHSflydesSibe the types ojliiforrnaiio ^ u t j a , h o p u „ purpose or function ol the series. 

When we r e c r u i t to f i l l a vacant p o s i t i o n , a f i l e f older i s prepared f o r the 
c l a s s i f i c a t i o n being r e c r u i t e d . Information contained includes Deprtment of 
Personnel C e r t i f i c a t i o n of E l i g i b l e L i s t , copies of l e t t e r s mailed to 
applicants, interview schedule, names of applicants interviewed, interview, 
sheet, applicants' a p p l i c a t i o n and other data furnished to us by the 
applicants, job de s c r i p t i o n and l i s t of questons asked. 

Record Seiias Forrnal(s) 

[Keller Size O Microfilm 

• Legat Size • Computer Tape 

D Bound Book • Floppy Disk 

J Audio Tape 

a Oilier (specily) 

• Video Tape 

it. File is Used 
D^Daily cyWeekly 

15. Access Restrictions • Yes CKfjo 
(If Yes. cite Law(s) & Rogulation(s) 

8. Record Series Sequence 

Alphabelical 

• Numerical 

• Chronological 

• Geographical 

D Other (specify) 

9. Volume 

Number 

File Drawer(s) 
• Microfilm Reel(s) 

O Compuler Tape(s) 
• Other (specily) 

10. Annual Accumulation -
• File Drawer(s) 

/ , • Microfilm Reel(s) 
— . 5 • Compuler Tape(s) 

Number • OUier (specify) 

ta^onlhfy 

13. Current Localion(s) (BIdg.. Floor. Room) 

12. File Becomes Inactive After 
D Monlh(s) 

Number 

14. Is Record Series Dupllcaled Elsewhere? 
(II yes. specily agency or office) 
D Yes Q No 

f7. Is an Index System Used? (If yes. explain briefly and describe 
any hadware/soflware 

D Yes B ^ o 

Name and Title of Preparer 

Francisca M. de Castro 
O f f i c e Secretary 

.'y bbO-4 (Hev. \m) 

gure 1 

16. Audit Requirements 

B ^ o n e • Slate • Federal 

18. Recommended Retention 

Three (3) years 

20. Telephone Number 

410-841-5840 
2 l . Data 

B^Year(s) 

• Independent 

///£ / r ^ f 



'?.L".'c!!?j.'S • lype or Print a separate lonn (or eacli 
aw or revised tecoid series, forward with Record 
otonlion Scdodiile (OGS 550-1) 

-lopatlment/Agency 

A g r i c u l t u r e 

DEPARTMENT QF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 

2. Division 

Administrative Services 

AGENCY RECORDS INVENTORY 

PAGE 7 OF 12 

3. Unit 

Personnel 

gPINITION • RECORD SERIES • A group o, related record, normally filed and used ao . unit tor reference a . well ae retention and di.posltion purpose.. 
. Record Setios Title 

Worker's Compensation and F i r s t Report of 
Injury 

5. Earliest Year/Latest Year 
to 

. Record Series Dbsi:ription(BrlSllydesaibo the types ollnfc found In the series: Include "the purpose or functiori of the series. 

I n d i v i d u a l employee folders that contain reported work place 
i n j u r i e s including employee and supervisor's report of injury, 
medical forms and a l l correspondence from the Injured Workers Insurance 
Fund. 

Record Soilas Formal(s) 

el^eller Size • Microlilm 

• Legnl Size 

• Bound Book. 

J Audio Tape 

O Oilier (specily) 

• Computer Tape 

• Floppy Disk 

• Video Tape 

II. File is Used 
• Daily • Weekly 

13. Cuiieni Locatlon(s) (BIdg.. Floor. Room) 

115. Access Restrictions • Yes 1 3 ^ 0 
(II Yes. cite Law(s) & Regulation(s) 

8. Record Series Sequence 

SK^AIphabelical 

• Numerical 

• Chronological 

• Geographical 

D Olher (specify) 

• Monthly 

17. Is an Index System Used? (If yes. explain briefly and describe 
arry hadware/soltware 

• Yes • No 

9. Volume 

Number 

a - ' File Drawer(s) 
• Microlilm Reel(s) 

D Computer Tape(s) 
D Olher (specify) 

10. Annual Accumulation -
[3^ File Drawer(s) 

/ • Microfilm Reel(s) 
y • Computer Tape(5) 

Number D OUier (specify) 

12. File Becomes Inactive Alter 
3 • Monlh(s) 

Number 
13^ Year(s) 

14. Is Record Series Duplicated Elsewhere? 
(11 yes. specify agency or office) 
O Yes XT' No 

16. Audit Requirements 

B ^ o n e D State D Federal D Independent 

18. Recommended Retention 

Three (3) years 

Name and Title ol Preparer 

Francisca M. de Castro 

O f f i c e Secretary 
ry bi)0-4 (Hev. i/93) 

gure 1 

20. Telephone Number 2 l . Dale 
410-841-5840 



s'Ji'cjions - lype or Piinl a separate form lor each 
sw or revised record series, (orward willi Record 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY 

olonlioii Scl\odule (DGS 550-1) 

«. 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 PAGE 8 OF 12 
Joparlrnent/Agency 2, Division 3. Unit 

Agriculture Administrative Services Personnel 
• 

EFINITION • RECORD SERIES • A proup ot related recordg normally (lied and used at • unit for reference 

Record Seiios Title 
EEO F i l e s and Investigative Reports 

a» well aa retention and digpotltlon purposes. 

5. Earliesl Year/Latest Year 
lo 

Record Series DescriptiorV (Briefly deS<5ibo Ihe t^es orinfiriT,aiio.in/documer,ls/(oriTiî ^b in Iho series: "include ihepurp, purpose or (unction ol the series. 

F i l e f o l d e r s that contain information on complainant. Reports 
compiled on i n v e s t i g a t i o n . 

. Record Seiles Foiinal(s) 

olettei Size Q Microlilm 

• Leg.il Size 

• Bound Book 

J Audio Tape 

a OlliBi (specily) 

• Computer Tape 

• Floppy Disk 

• Video Tape 

8. Record Series Sequence 

or AlphabeUcal 

• Numerical 

D Chronological 

• Geographical 

D Other (specily) 

I. File is Used 
a D.nily D Weekly • Monthly 

9. Volume 

Number 

B ^ i l e Drawer(s) 
• Microfilm Reel(s) 

• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation -
O File Drawer{s) 
• Microfilm Reel(s) 

O Compuler Tape(s) 
Number Q OUier (specify) 

12. File Becomes InacUve After 
Q Monlh(s) 

Number 
• Year(s) 

3. Cuiient Locallon(s) (BIdg.. Floor. Room) 

15, Access Restrictions • Yes 
(II Yes. cite Law(s) & Regulalion(s) 

1 3 ^ 0 

17. Is an Index System Used? (II yes, explain briefly and describe 
any hadware/soflware 

D Yes No 

14, Is Record Series Dupllcaled Elsewhere? 
(II yes, specily agency or olfice) 
• Yes No 

16. Audit Requirements 

D/None • Slate • Federal • Independent 

18. Recommended Retention 

Three (3) years 

Name and Tille ol Preparer 

Francisca M.de Castro 
O f f i c e Secretary 

!y bbO-l (Hev. Wi) 

gure 1 

20. Telephone Number 
410-841-5840 

21. Date 



'?.!!*y:!.ipns - I y|)8 or I'lint a separata lonn lor each 
3W or revised record series, lorward with Record 
olor\liori Schodulo (DGS 550-1) 

Joparlrnenl/Agency 

Agriculture 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. M A R Y U N D 20794 

2. Division 

. Administrative Services 

AGENCY RECORDS INVENTORY 

3. Unil 

P A G E_9_ OF 12 

Personnel 

; E F I N I T I 0 N • RECORD SERIES • A group ol relaled records normally (lied and used e« . unit (or relerence a . well as retention and dl.post.lon purposes. 
. Record Series Title 

Grievance, Settlement Conference and Court f i l e s 
— — ' 

5. Earliest Year/Latest Year 
to 

Record Series Description (Brielly describe the types ol lnforma«onn/documents/7orms (ound In the series: Inciude the purpose or (unction ol the series. 

F i l e f o l d e r s that contain actual or supposed circumstance 
regarded as j u s t cause f o r complaint. 

Record Series Fofmal(s) 

O^etler Size D Microlilm 

Q Legal Size 

• Bourid Book. 

J Audio Tape 

• Other (specily) 

• Computer Tape 

O Floppy Disk 

O Video Tape 

11. File is Used 
• D.iily • Weekly 

15. Access Restrictions • Yes O^o 
(II Yes, cile Law(s) & Regutation(s) 

8. Record Series Sequence 

Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Olher (specify) 

D Monthly 

13. Current Locatlon(s) (BIdg., Floor, Room) 

9. Volume 

Number 

B ^ i l e Drawer(s) 
• Microirim Reel(s) 

• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation -
Q File Drawer(s) 
• Microfrlm Reel(s) 

D Computer Tape(s) 
Number O OUier (specify) 

12. File Becomes Inactive Alter 
O Month(s) 

Number 
• Year(s) 

14. Is Record Series Duplicated Elsewhere? 
(If yes, specify agencvpr oflice) 
a Yes or No 

17. Is an Index System Used? (II yes, explain brielly and describe 
any hadware/soltware 

D Yes ^ 1 No 

16. Audit Requirements 

a^ona D State • Federal • Independent 

18. Recommended Retention 

Three (3) years 

Name and Title ol Preparer 20. Telephone Number 21. Dale 

Francisca M. de Castro 
O f f i c e Secretary 

lb bbO-4 (Hev. 1/93) ' 

410-841-5840 

gure 1 
- p̂ -i -



5.!".fP!iPJ>? • I ype or Ptiiil a soparalo lorm for aach 
iw or lovised record seiias, forward with Record 
slonliori Schodulo (DGS 550-1) 

JOparlrneiWAgency 

Agriculture 

DEPARTK/1ENT QF GENERAL SERVICES 
RECORDS K/IANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. M A R V U N D 20794 

2. Division 

. Administrative Services 

AGENCY RECORDS INVENTORY 

PAGE _LQ. OF 1 2 . 

3. Unit 

Personnel 

EFINITION • RECOnP SERIES • A group ol related records normally filed and used BB « unll for ralerence a* well as rolenllon and dl.potlllon purposes. 
Record Series Title 

Agency Adverse Action Reports 
5. Earliest Year/Utest Year 

lo 

Record Soiles Description (BfiSfly describe the types of rnlormaUonn/docun;,enls/torms found In the series, fncfude the purpose or function of the series. 

The records include personnel actions processed through the Department 
of Budget and F i s c a l Planning and the Department of Personnel. Actions processed 
include changes to positions within the Department. 

Record Series Forrnat(s) 

crCeller Size 

• Legal Size 

O Bound Book. 

J Audio Tape 

a Olhei (specily) 

• Microlilm 

• Computer Tape 

O Floppy Disk 

• Video Tape 

B. Record Series Sequence 

Alphabetical 

• Numerical 

• Chronological 

• Geographical 

O Other (specily) 

9. Volume 

Number 

File Drawer(s) 
• Microfilm Reel(s) 

D Compuler Tape(s) 
D Other (specily) 

10. Annual Accumulation -
• File Drawer(s) 
a Microfilm Reel(s) 

D Compuler Tape(s) 
Number D Otlier (specify) 

t. File is Used 
O D.iily a Weekly D Monthly 

3. Cuiiant Locallon(s) (BIdg,. Floor. Room) 

5, Access Restrictions D Yes 
(If Yes. cite Law(s) & Regularron(s) 

No 

17. Is an Index Syslem Used? (II yes. explain briefly and describe 
any hadware/sollware 

• Yes No 

12, File Becomes Inaclive Alter 
• Monlh(s) 

Number 

14. Is Record Series Dupllcaled Elsewhere? 
(II yes. specify agency or olfice) 
O Yes 0 ^ No 

16. Audit Requirements 

B^None D Stale • Federal 

18. Recommended Retenlion 

Three (3) years 

O Year(s) 

Q Independent 

Name and Tille ol Preparer 

Francisca M. de Castro 
O f f i c e Secretary 

b b'jO-4 (Hev, \m) 

3ure 1 

20. Telephone Number 

410-841-5840 
21. Dale 



'?.l!'.'c!.ipn§ • lype or Ptinl a separate lorrn lor each 
3w or revised recoid series, lorward with Record 
otonlion Schodiile (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE 11 OF 12 
JOpatlmenl/Agency 

Agriculture 

2. Division 

. Administrative Services 
3. Unit 

Personnel 

gFINITION • BEconP SERIES • A group ol related record, normally (lied and used es . unll for reterence a . well , s retention end disposition purpose.. 
. Record Series lllle '. ~" ' ~ " 

EEO Annual Report 5. Earliest Year/Latest Year 
l o _ 

Record Seiles DescripliorV (BrlSlly describe (h^ types ol Inlorrnationn/documenis/iomis lound In the series: Include the purpose or (unction ol the series. 

This i s a report that contains agency's assignment of r e s p o n s i b i l i t y , 
accomplishments, employees interviewed and hired, contractual work 
f o r c e , i n t e r n a l and external d i s c r i m i n a t i o n complaints, americans with 
d i s a b i l i t i e s act reasonable accommodation requests, t r a i n i n g a c t i v i t y , 
f u l l - t i m e and part-time employees u t i l i z a t i o n and summary of separations 
and terminations. 

Record Series Forrnal(s) 

a l e l l e r Size O Microlilm 

a Legal Size 

• Bound Book. 

J Audio Tape 

D Oilier (specily) 

• Computer Tape 

• Floppy Disk 

D Video Tape 

6. Record Series Sequence 

• Alphabetical 

Numerical 

• Chronological 

• Geographical 

D Olher (specify) 

t. File is Used 
D Daily 

9. Volume 

Number 

• File Drawer(s) 
• Microfilm Reel(s) 

O Computer Tape(s) 
• Other (specily) 

10. Annual Accumulation -
• File Drawer(s) 
• Microfilm Reel($) 

• Computer Tape(s) 
Number D OUier (specify) 

D Weekly • MonUily 

3. Curient Locatlon(s) (BIdg., Floor, Room) 

12. File Becomes Inactive Alter 
• Monlli(s) 

Number 

15. Access Restrictions • Yes l3<Nc 
(If Yes, cite Law(s) & Regulalion(s) 

17. Is an Index System Used? (If yes, explain brielly and describe 
any hadware/sollware 

14. Is Record Series Duplicated Elsewhere? 
(If yes. specify agency or office) 

Yes a No 

- OS m 

16. Audit Requirements 

B ^ o n e Q State • Federal 

• Yes 1 3 ^ 0 

18. Recommended Retention 

Three (3) years 

a Year(s) 

• Independent 

Name and Title ol Preparer 
Francisca M. de Castro 

20. Telephone Number 
410-841-5840 

21. Dale || 
/ y 

O f f i c e Secretary 

o \riev. l/yj) 

gure 1 
- -

file:///riev


'?.!".'-C!.ipJis • I ype or Piint a separalo lorm tor each 
3W or (Bvised recoid seiias. forward with Record 
otoiilion Schodule (DGS 550-1) 

JOpattinont/Agency 

Agriculture 

DEPARTMENT QF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

2. Division 

. Administrative Services 

AGENCY RECORDS INVENTORY 

PAGE 12 Qp 12_ 

3. Unit 

Personnel 

'EFINITION • RECORD SERIES - A group o, related record, normally tiled and used ap , unit for reCrence a . well as re.on.lon and disposition pur.os... 
. Record Seiios lille ~ ~ " ' ~ ~ " 

Agency Training Reports 
5. Earliesl Year/Lalesl Year 

lo 

: Recoid Seiies Description (Briefly describe The types ol Informalionn/documenls/iorms bund in the series! Include the purpose or (unction ol the series 

I f generated, a report would include a summary of a l l in-house and 
out-of-service t r a i n i n g a c t i v i t i e s . 

Record Series Forrnal(s) 

olTetler Sire • Miaolilm 

Q Legal Size O Computer Tape 

• Bound Book • Floppy Disk 

J Audio Tape • Video Tape 

• Oilier (specily) 

8. Record Series Sequence 

1 3 ^ Alphabetical 

• Numerical 

• Chronological 

D Geographical 

• Other (specily) 

9. Volume 
D File Drawer(s) 
• Microfilm Reel(s) 

n r:nmpiil<ir TapnfcJ 
Number • Other (specify) 

10. Annual Accumulation -
• File Drawer(s) 
• Microfilm Reel(s) 

n Hnmpiilar Tapa(c) 
Number • Otlier (specify) 

11. File is Used 
D Daily n Weekly • Monthly 

12. File Becomes Inactive Alte 
n k 

Number 

r 
lonth(s) Q Year(s) 

13. Cuneiit Locatlon(s) (BIdg., Floor, Room) 14. Is Record Series Dupllcaled Elsewhere? 
(II yes, specify agency or ollice) 
• Yes or No 

IS. Access Restrictions • Yes la^o 
(II Yes, cite Law(s) & R6gulalion(s) 

16. Audit Requirements 

H^None • State • Federal O Independent 

17. Is an Index Syslem Used? (II yes, explain briefly and describe 
any hadware/sollware 

O Yes 0 ^ N o 

18. Recommended Retenlion 

Three (3) years 

Name and Title ol Preparer 

Francisca M. de Castro 
O f f i c e Secretarv 

bbO-4 (Hev. \m) 

20. Telephone Number 

410-841-5840 

21. Date | 

gure 1 
- -


